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LESSON 1: TIME ADMINISTRATION 

OVERVIEW 



SCEIS System Integration 

4 

Organizational Management 

(OM) module 

creates/updates 

Organizational Units and 

positions 

Personnel Administration 

(PA) module assigns 

position to employee and 

creates master data 

Position data includes several 

fields that drive Time rules: 

• Employee group 

• Employee subgroup 

• Time indicators 

• Working hours/Internal Data 

• Cost Distribution 

• Employee inherits position 

data with Time rules 

• Employee work schedule is 

assigned on Planned 

Working Time 

• Substitutions created 

 

Time (TM) module 

Payroll processes 

• Time and leave 

entered/updated/corrected 

 

Employee Paid Data posted to Finance 



How Time and Leave are Entered  

and Approved – Method 1 
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ESS  

Employee enters attendance, 

on call, training, call back, 

charge objects, leave types. 

MySCEmployee Process 

SCEIS 

MSS 

 Employee’s 

manager 

approves 

Manager can 

designate a 

MSS substitute 

when absent 

Time Administrator 

 corrects errors, etc. 

directly into 

SCEIS—automatic 

approval 



How Time and Leave are Entered 

and Approved – Method 2 
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Time Administrator (TA) enters all time and 

leave for employees (automatic approval). 

SCEIS 



How Time and Leave are Entered 

and Approved – Method 3 
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Interface from external time 

system 

Time is entered in an external time 

system (not ESS nor SCEIS) and 

interfaced to SCEIS. 

SCEIS 

Time Administrator 

 makes entries, 

corrects errors, etc. 

directly into SCEIS—

automatic approval 



Key Terms 

SCEIS Term Description 

Attendance/Absence 

Hours (A/A) 

Employees’ time at work or away from 

work. All employee time must be 

accounted for, either as an “attendance” 

or an “absence.” The absence hours 

may be paid or unpaid. 

CATS (Cross Application 

time sheet) 

The electronic time sheet in SCEIS 

accessed using transaction CAT2 

EE Employee 

Public Holidays State Holidays 

Quota Overview Employee Leave Summary 
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Key Terms (cont.) 

SCEIS Term Description 

Premium (Incentive) Wage Overtime, Bonus, Market Geographical 

Differential, On-Call Pay, Call Back 

Pay, Shift Differential, Special 

Assignment Pay, Temporary Salary 

Adjustment 

Planned Working Time Includes the employee’s work schedule 

and other fields that drive various time 

rules. 

Work Schedule Rule (WSR) A field on Planned Working Time. 

Provides a structure for entering 

regular work hours and a foundation for 

evaluating employee time and 

attendance. Each employee must have 

a work schedule. 
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Key Terms (cont.) 

SCEIS Term Description 

MySCEmployee Allows employees to view and 

maintain selective data about 

themselves in the self-service 

module in the system. In some 

agencies, employees enter time and 

leave in MySCEmployee via 

Employee Self Service (ESS). 

MySCEmployee – Manager 

Self Service (MSS) 

 

Allows managers to view and 

maintain selective data associated 

with their employees in 

MySCEmployee. When applicable, 

managers approve employees’ time 

and leave entered in ESS. 

10 



Key Terms (cont.) 

SCEIS Term Description 

Shift Substitutions 

 

Should only be used when an 

employee is temporarily working a 

different schedule for a period of time 

and will eventually go back to his or 

her permanent schedule. 

Time Evaluation A nightly process that runs for all 

employees which manages all 

relevant time data. 

Quotas Employee Leave, including but not 

limited to, annual, sick leave, 

compensatory time and Holiday 

compensatory time 
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SCEIS automatically manages an 

employee’s accruals of various quotas, 

including 

– Sick 

– Annual 

– Compensatory time 

– Holiday Compensatory time 

Employees can review quota balances 

via MySCEmployee or can request 

balances from their Time Administrator 

or HR Leave Administrator 

 

Quotas 
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No more than 180 sick leave days may 

be carried over from one calendar year 

to the next. Up to 90 days of sick leave 

can be credited towards retirement. 

 

No more than 45 annual leave days 

may be carried over from one calendar 

year to the next. 

 

 

Quotas 
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Compensatory time has no expiration 

date. However, most employees have 

a 240 hour maximum limit for their 

Comp time balance. Once they reach 

240 hours, they will begin receiving 

pay for any overtime until they use 

some Comp time to bring their balance 

under 240 hours.  

 

 

Quotas 
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Comp Time (Cont.) Law enforcement and 

Firefighters have a 480 hour maximum 

limit for their Comp time balance. The 

system will treat their pay in the same 

manner as other employees once they 

reach their 480 hour limit. Comp time must 

be paid out for non-exempt employees 

upon separation or movement to another 

agency, or if changing from a temporary 

grant position to an FTE position or vice 

versa. Exempt employees will forfeit any 

comp time in those situations. 

 

 

 

Quotas 
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Holiday compensatory time must be 

taken within 90 days of the holiday 

date, but it can be extended up to 

another 90 days.  If the holiday 

compensatory time is not taken within 

the 90 days and the time allotment has 

not been extended, the non-exempt 

employee will be paid for it; the exempt 

employee will lose the holiday 

compensatory time.  NOTE: 

Employees at academic agencies have 

a one year timeframe in which to use 

their holiday compensatory time. 

 

 

 

Quotas 
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Key Terms (cont.) 
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The SCEIS system is configured to follow 

guidelines by SC Human Resources Division as 

well as the Fair Labor Standards Act.  

 

 

 



Key Terms (cont.) 

Term Description 

Fair Labor Standards Act 

(FLSA) 

Federal law that establishes 

minimum wage, overtime pay, 

recordkeeping, and youth 

employment standards affecting 

employees in the private sector and 

in federal, state, and local 

governments.  

FMLA A federal regulation that allows 

eligible employees to take up to 12 

work weeks of unpaid leave during 

any 12 month period for specified 

reasons (serious health condition, 

child birth, adoption, military family 

leave, etc.) 
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Key Terms (cont.) 
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If an employee takes an FMLA absence, there are 

several steps in the process.  

– The FMLA Event Maintainer should enter a qualifying 

FMLA event in the FMLA workbench. 

– The FMLA absences must be recorded. 

– The FMLA absences must then be associated with the 

event.  

If the FMLA absences are continuous, Personnel 

Administration should enter a Leave of Absence on 

the employee’s record.  

 

 

 



Infotype  

Number 
 

Infotype Name 

0007 Planned Working Time 

0001 Organizational Assignment 

0002 Personal Data 

0003 Payroll Status 

Time Infotypes 
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Infotype 

Number 
 

Infotype Name 

0416 Time Quota Compensation 

0613 Leave Donation 

2012 Indicators can be set for various 

categories, such as overtime, law 

enforcement gap hours, etc. 

0554 Hourly Rate per Assignment 

Time Infotypes (cont.) 
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Infotype 

Number 
 

Infotype Name 

2001 Absences 

2002 Attendances 

2003 Substitutions 

2006 Absence Quotas 

2013  Quota Corrections 

Time Infotypes (cont.) 
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23 

Infotypes 

An Infotype is a section or 

view of a master data record. 
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Planned Working Time Infotype 

• An Infotype is a view 

(screen) of an employee’s 

master data records. 

 

• Access is granted based on 

security. 



 

 

 

 

 

   

    

 

 

Defines the expected daily, monthly and annual 

work hours 

Defines the number of expected work hours used 

to determine when an employee will accrue leave 

Defines the date and the rate at which the 

employee will accrue leave 

Ties to the Holiday Calendar 

 

 

Planned Working Time – cont. 
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Is only changed on the first day of a pay period 

(the 2nd or the 17th) 

Is mandatory for all employees 

• If changes are required within the defined pay 

period, use the Substitution feature until the 

beginning of a new pay period 

 

 

Planned Working Time – cont. 
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Work Schedule Rule 

27 

• Defines the hours and 

days an employee is 

scheduled to work. 

• Drives leave accruals 

• Every employee must 

have an accurate work 

schedule rule 

Is specific by agency (each 

agency will have its own 

predetermined WSR list 



Time Management Status 
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The Time Mgmt status field  

determines whether and how an 

employee is processed in Time 

Evaluation. 



0 

 No time evaluation, is used for constitutional officers, elected 

 officials, judges, etc., as well as  terminated employees. 

1 

 Time evaluation of actual times is used for salaried 

 non-exempt employees.  

2 

 Time evaluation for Temp Employee is used for temporary 

 hourly employees only 

9 

 Time evaluation of planned times us used for salaried 

 exempt employees. 

 

 

 

 

Time Management Status 
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Work Period/Work Week 

30 

The Working week field tells Time 

Evaluation what work week or 

work period you have defined for 

an employee.  

Do not change the default data in 

these fields! The fields are defined 

by the WSR. 



The daily work schedule assigned to an employee 

determines whether the employee has to work on 

that day.   

Days that are assigned a daily work schedule with 

zero planned working hours are classified as days 

off.  

Days that have zero planned working hours that may 

be considered compensable days, like State 

holidays, are classified in the system using a special 

day type (HC) to identify it as a paid holiday.  

 

Daily Work Schedules 
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Display Work Schedule 

32 



Display Work Schedule 
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• A “1” in the HC field signifies 

a holiday. 



Display Work Schedule (cont.) 
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Time Administrator Role 
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Enter/Edit/Correct time (with charge objects when 
applicable) and leave in the Cross Application Time Sheet 
(CATS)  

Review Missing Time Report  

View employee work schedules  

Create/maintain/delete work schedule substitutions  

Review time entered (including warnings and errors)  

Provide leave statement to employees without ESS access  



Time Administrator Role 
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The Time Administrator cannot approve time entered via 
ESS 

Security access to information can be restricted by 
individual organizational units within the agency 

Approval must be captured on a paper time sheet or other 
documentation prior to making entries or corrections 

Users of this role cannot maintain his or her own 
information using the transactions associated with this role 



Time Approver Role 
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Serve as a back-up for time and leave 
approval usually performed by 
designated agency 
managers/supervisors in MSS 

Users of this role cannot approve his or 
her own information using the 
transactions associated with this role in 
SCEIS 



Display Time/Leave Role 
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View time sheets, time reports, and time statements  

View absence quotas  

View absence and attendance reports  

View work schedule information  

View daily work schedule substitutions  

 



Time Entry to Payroll Process 
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40 

Time Evaluation 

Time 

Evaluation 

• Time Evaluation in the 
SCEIS system 
evaluates employees’ 
time data overnight 

 

• Compares employees’ 
time to legal and 
regulatory 
requirements 
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Time Evaluation 

Time 

Evaluation 

 

• Manages time 
accounts, determines 
approved overtime, 
accrues absence 
entitlements, and 
forms wage types and 
bonus wage types 

 

• Generates messages 
to document special 
situations that occur 
during the evaluation 
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Time Evaluation 

Time 

Evaluation 
• Runs automatically on 

a nightly basis 

 

• Time Administrators 
will be able to follow 
up on any messages 
from the system on a 
daily basis 
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Time Evaluation 

Employee 

Pay 

Time 

Evaluation 

If you make any 
changes to an 
employee’s time, the 
changes will not take 
effect until the Time 
Evaluation process has 
been run.  



You should now be able to: 

– Describe key terms and concepts. 

– Define the importance of planned working times and 

work schedule rules. 

– Display a planned working time. 

– Identify the records associated with time. 

– Describe Timekeeping roles and responsibilities. 

– Describe the Time Evaluation process. 

 

 

Lesson 1 Learning Summary 
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LESSON 2: SCEIS TIME AND LEAVE 

ENTRY 



Key Terms 

SCEIS Term Description 

Data Entry Profile Profile used to control fields available for 

use during time entry in transaction CAT2. 

Attendance/Absence 

Type (A/A type) 

Four digit code used during time entry to 

indicate the type of work or leave taken. 

Charge Objects Allows agencies to track hours against 

projects, funds, grants and programs. 

Variant Set of saved selection criteria used during 

data entry or reports. 

Work Breakdown 

Structure (WBS) 

Not used by all agencies. Describes tasks 

that represent the hierarchical organization 

of a project. 
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Time Management Navigation 

Buttons 

47 
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Time Management Navigation 

Buttons 



49 

Time Management Navigation 

Buttons 

Do not use if time is entered via ESS or interfaced. 
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Time Management Navigation 

Buttons 



Data Entry Profiles 

Use CAT2 to access the Time Sheet: Initial Screen 

Select the proper Data Entry Profile 
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Click in the Data Entry Profile 

box to select the profile to be 

used. 



Personnel Number 

Select the appropriate employee 
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• Enter personnel number or search for it. 

• Press Enter. The date field displays. 



Time Sheet: Data Entry View Screen 
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Time Management Navigation  

The Data Entry Profile determines the 

view and options available on CATS. 

ADMIN2 Profile (no charge object fields) 

ADMIN Profile (charge object fields) 



Attendance/Absence Codes (AA) 
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• Attendance/Absence 

codes identify the type of 

time entry. 

• There are 13 attendance 

codes. 

• There are 40 absence 

codes (FMLA can only be 

used if “event” has been 

created). 

• Each code must have its 

own separate line. 

• Z codes are used to 

identify furlough codes. 

• If no code is selected but 

hours are entered, SCEIS 

enters 1000 automatically. 

 



There are two techniques for entering 
attendance/absence time: 

– Entering the specific times the 
employee worked in military hours. 

– Entering only the lump sum number 
of hours the employee worked. 

The agency determines which 
technique is used. 

Leave can be entered using number 
of hours if the entire day was taken; 
otherwise military time is the best 
option.  

Entering Attendance Time 
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Enter the specific times the employee worked 
– Use military time and true minutes (i.e., 8:30-12:00 

and 13:00-17:00)  

– Hours must be entered on two lines: one line for 
hours before break (lunch, etc.); second line for 
hours after break: 

o 1000  08:00 – 12:00 

o 1000  13:00 – 17:00 

Use separate line for each A/A type 
 

Entering A/A – Specific Hours 

(Military) 
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SCEIS calculates the total number of hours 
based on the specific times entered 
– If entering time for noon, you can enter it as 12, 

1200, or 12:00.  

– Hours after noon can be entered the same way 
(i.e., for 2 PM, you can enter 14, 1400, or 14:00.) 

– Minutes are true minutes (i.e., 30 equals half an 
hour, 15 equals fifteen minutes). So to enter the 
time of 5:30 p.m., enter 17:30.  

– If military time is not used, the employee will appear 
to have worked a different shift (i.e., 5:30 equals 
five thirty a.m., not 5:30 p.m.).  This can impact 
Payroll -  especially if premium pay is involved.  

 

Entering A/A – Specific Hours 

(Military) 
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Attendance/Leave – Military Time 
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• Enter attendance code in A/A field. 

• Create a separate line for before break 

hours and after break hours. 

• Enter attendance hours in the “From” and 

“To” fields using military time. 

• Each A/A code must have a separate line. 

• System calculates total hours. 

Enter charge objects if 

applicable 

 



Enter the lump sum number of hours only 
– Use true hours and the decimal equivalent for 

minutes instead of true minutes (i.e., 7.5 or 7.50 for 7 
½ hours or 8 for 8 hours, 3.75 for 3 hours and 45 
minutes). 

– This technique is recommended for entering any 
premium pay working time for evening, night and 
weekend shift employees. 

– Use the field under the day of week (not the “From” 
and “To” fields). 

 

 

Entering A/A Hours – Total Hours 
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Attendance/Leave – Total Hours 
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• Enter attendance code in A/A field. 

• Enter attendance/leave hours in the day 

field, not  the “From” and “To” fields. 

• Each A/A code must have a separate 

line. 

 

Enter charge objects if 

applicable 

 



View Processing Status of Time 

61 

• Click on the hour to see 

the processing status. 



Time Entry Review  

Your agency may have specific rules about 
which employee types (non-exempt, exempt, 
etc.) must have time and leave accounted for. 

If exempt employees are eligible for 
compensatory time, they must be flagged in 
Infotype 2012 and time must be entered.  

Only working time can be keyed for temporary 
hourly employees. If their working time is not 
keyed (or approved) in a timely manner, pay 
can be adversely affected.  
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Time Entry Review  

SCEIS has the holiday schedule factored in the 
system based on the established State Holiday 
schedule. If the employee observes the holiday 
and does not come into work, the employee 
does not have time entered on the holiday. 

If the employee works on the holiday, the work 
hours must be entered. Worked time on a 
holiday will go into the holiday comp category 
after Time Evaluation runs.  
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Time Entry Review  

You cannot enter more leave than an employee 
has accrued, nor can you enter leave on a 
scheduled day off. You cannot enter more leave 
hours taken than the employee is scheduled to 
work.  

Time worked and leave cannot be entered on 
the same day for the same “From” and “To” 
time.  

Note: It is SCEIS recommended best 
practice to enter attendance and absence 
time on a daily basis when possible.  
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Validate Time Entries 
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Correcting Entries 

Approved changes are picked up the 

next time that Time Evaluation is run. 

ESS users can correct time until the 

time is approved in MSS by the 

manager/supervisor in the 

MySCEmployee portal. 

Time Administrators can correct time 

entries in CAT2. 

Delete the error (rather than over-

write), save and re-enter the time. 
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Time Entry for Multiple Employees 

Select the Data Entry Profile for TIMEADMN and you will 
be able to enter time for several employees without 
leaving the transaction. 
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Creating a Variant 
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Creating a Variant 
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Creating a Variant 
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Creating a Variant 
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Creating a Variant 
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Creating a Variant 
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Time Entry for Multiple Employees 
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Time Entry for Multiple Employees 
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Special Working Times and Wage 

Types 

Recorded using specific attendance types in the 
time sheet in conjunction with information on the 
position and personnel side of SCEIS 

DHEC Pay Per Visit 

Dual/Multiple Employment 

Shift Differential/Charge Nurse 

On-Call 

Call Back 
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DHEC – Pay Per Visit 

Wage type 1135 is used in the time sheet to 
properly pay an employee for pay per visit 
services 

This code is entered in the “Wage Type” column 
of the time sheet in CAT2 as needed 
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DHEC – Pay Per Visit 
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Dual/Multiple Employment (hourly) 
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Dual/Multiple Employment (hourly) 
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Dual/Multiple Employment (hourly) 
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Dual/Multiple Employment (hourly) 
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Keep in mind that the infotype 0554-

Hourly Rate per Assignment data is 

entered by Personnel Administration. 

Personnel Administration  (PA) enters 

relevant data on infotype 0554-Hourly 

Rate per Assignment including: 

• The secondary position 

• The hourly rate (Valuation basis) 

• Cost assignment (Cost Distribution-

1018 from the position) 

• Dual/Multiple Temporary Employment  

 

 



Shift Differential Examples 

If an employee is to receive shift differential: 

The position must be flagged as eligible (using 
the infotype “Time Indicators,” sometimes 
referred to as infotype 9005). 

Hours must be entered indicating the shift was 
actually worked.  
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Shift Differential Examples 

EE assigned night (eligible) or evening shift (eligible) 

and only works 8 hours on the specific shift 

o 1000 – 8 hours 

EE assigned day shift (not eligible). Works 8 hours 

day and 2 hours into evening (eligible):  

o 1000 – 10 hours 

o 1005 – 2 hours 

EE assigned evening shift (eligible). Works 8 hours 

evening and 2 hours into night (different rate):  

o 1000 – 10 hours 

o 1005 – 8 hours 

o 1006 – 2 hours 
Detailed explanations can be found on the SCEIS uPerform website (BPPs). 
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Enters their regular attendance hours (1000) 

via MySCEmployee, or 

A Time Administrator will enter their hours in 

CAT2 on their behalf.  

Charge Nurse Examples  
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In order to get proper pay for hours worked as the 

Charge Nurse:  

– The employee must be flagged as charge nurse 

eligible in infotype 2012 using the CHRG, Charge 

Nurse Eligible, option. 

– The Time Administrator must enter attendance type 

1008 on a separate line in the time sheet in addition 

to the regular attendance hours. 

Charge Nurse Examples  
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EE assigned an 8 hour shift, 6 of those hours 

serving as Charge Nurse 

o 1000 – 8 hours 

o 1008 – 6 hours 

EE assigned an 8 hour shift, serving as 

Charge Nurse for those 8 hours, has to cover 

2 hours into the next shift (not Charge Nurse) 

o 1000 – 10 hours 

o 1008 – 8 hours 

Detailed explanation can be found on the SCEIS uPerform website (BPPs). 

Charge Nurse Examples  

87 



If an employee is to receive on-

call pay: 

– The position must be flagged as on-

call eligible including the eligible days 

and rates associated.  

– Hours must be entered using the on-

call attendance type (1002) either via 

MySCEmployee or a Time 

Administrator can enter the 

information directly in the time sheet. 

 

On-Call Examples 
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EE assigned an 8 hour day shift 

and scheduled to be on-call for 

the remainder of the 24 hour 

period 

– 1000 – 8 hours 

– 1002 – 16 hours 

EE is scheduled off, but is on-call 

for the entire day 

– 1002 – 24 hours 

 

On-Call Examples 
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If an employee is to receive call back pay:  

– The employee must be flagged as call back eligible 

in infotype 2012 using the CALB, Call Back Eligible, 

option 

– Hours must be entered using the call back 

attendance type (1001) either via MySCEmployee or 

a Time Administrator can enter the information 

directly in the time sheet.  

Call Back Examples 
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If an employee is to receive call back pay:  

– An employee will receive a minimum of 2 hours call 

back pay for hours recorded that are less than 2 

hours. If an employee works more than 2 hours call 

back, they will receive hour for hour pay for that 

attendance type.  

Call Back Examples 
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EE assigned an 8 hour shift and called back to 

work for 30 minutes after completing the 

regular shift 

– 1000 – 8 hours 

– 1001 – 0.5 hours (will receive 2 hours call back pay) 

EE assigned an 8 hour shift and called back to 

work for another 8 hours after completing the 

regular shift 

– 1000 – 8 hours 

– 1001 – 8 hours (will receive 8 hours call back pay)   

Call Back Examples 
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Time Entry with Charge Objects 

If you have an employee who has more than one source 
of payroll funding (multiple cost centers, grants, etc.), 
select the Data Profile for ADMIN.  This will give you the 
appropriate columns for Charge Objects. 

93 

Charge Object fields 



Time Entry with Charge Objects 
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Time Entry with Charge Objects 
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Time Management module 

Can be used to track working hours for 
designated employees against certain Finance 
costing objects to include 
– Cost Center, Fund, Functional Area, Grants, etc. 

Delivers standard reporting capabilities using the 
transaction report in SCEIS entitled CATS_DA to 
view employee time records and costing 
information for selected periods.  

 



Time Entry with Charge Objects 

Time management module 

This information can be used to support various 
record-keeping requirements including: 
– Time worked against grants and other sources of 

funds.  
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Time Entry with Charge Objects 
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Time Entry with Charge Objects (cont.) 

In ESS, if employees are charging time to the 
home cost center they do not need to enter in the 
charge objects.  

If the employees need to charge to an alternate 
cost center then they must complete all of the 
fields previously outlined.  



Time Entry with Charge Objects 
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Time Entry with Charge Objects (cont.) 

Once they have entered the information in their 
time sheet they can save it as a template so that 
it automatically pulls up the information every 
time they log in to enter time.  



Time Entry with Charge Objects 

99 

The following fields are required when entering 
cost objects in CAT2: 
 

         Description                                        Example 

         Rec. Cost Ctr                                      P240A00030 

         Rec. Fund                                           3800000 

         Rec. Functional Area                          P240_0034 

         Receiver Grant                                   NOT RELEVANT 

 



You should now be able to: 

– Navigate in Time Management through the transaction 

CAT2 

– Enter time 

– Review time  

– Correct time 

Lesson 2 Summary 
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LESSON 3: SUBSTITUTIONS 



 

 

 

 

 

   

    

 

 

Overwrites the daily Work 

Schedule with properties of the 

substituted schedule. An employee 

may then: 

– Record working hours and leave 

against the new temporary (substituted) 

schedule. 

Work schedules that do not identify 

off days require a shift substitution 

for the assigned off days each work 

period (use the “OFF” Daily Work 

Schedule). 

 

 

 

Substitutions (2003) 
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If not done, the employee will 

appear on the Missing Time Report 

or may not receive their monthly 

leave accruals on the day they truly 

earn them.  

A shift substitution may impact an 

employee’s pay if a Daily Work 

Schedule is selected that is shift 

eligible and the agency authorizes 

the payment of shift premiums.  

 

 

 

Substitutions (2003) 
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If a substitution is no longer 

necessary or an employee did not 

work the assigned substitution: 

– The relevant record should be deleted 

to ensure the additional compensation 

is not earned. 

Substitutions can be daily or for 

weeks at a time.  

If for weeks at a time, more than 

one substitution may be necessary 

so that days off are not included.  

 

 

 

Substitutions (2003) 
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Permanent Work Schedule 

Changes: 

– Should be coordinated with Human 

Resources and completed using 

infotype 0007- Planned Working Time, 

with the first day of a pay period as the 

effective date.  

 

 

 

Substitutions (2003) 
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PA61 - Substitutions 
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• Select the Substitutions infotype 

• Enter the From and To dates: 

o Do not include dates that 

encompass days off. 

o If substitution is for several 

weeks, create a substitution 

for each week 

• Click Create 



PA61 - Substitutions 
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This is how your substitutions may look: 

Substitution #1 would need to be set up to begin 

with the Monday workday and end on Friday. 

– From: March 3rd, 2014 To: March 7th, 2014 

Substitution #2 would begin with the next 

Monday through Friday work period. 

– From: March 10th, 2014 To: March 14th, 2014 

 

 

 



PA61 - Substitutions 
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This is how your substitutions may look: 

One substitution was entered with the “From” 

date of March 2nd, 2014 and the “To” date of 

March 15th, 2014. 

– This indicates to SCEIS that the employee will work 

each day with no days off.  

– SCEIS will display the employee on the missing 

time report for the two Saturdays and Sundays.  

 

 

 



PA61 - Substitutions 
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This is how your substitutions may look: 

Holidays are built into the system. 

– Include holiday dates in the effective dates of the 

infotype. 

– The employee will get Holiday Comp or Holiday 

pay.  

 

 

 



 

Substitution (2003) – cont. 
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• Click the List button to search 

for the applicable daily 

schedule 



 

Substitution (2003) – cont. 
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Substitutions - History 

112 

• By using “From” and “To” dates, SCEIS 

creates an historical record for each 

substitution 

• If making a change, it is a best practice to 

use the overview to ensure you are 

selecting the correct record. 



 

Examples 
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If Employee’s Permanent 

Work Schedule is: 

The Substitution may be needed to 

indicate: 

Day Evening 

Nights 

Evening Day 

Night 

Night Day 

Evening 

FLEX with no days off identified Days off identified 

EE switches a designated work 

day with designated off day; but 

doesn’t work the agreed day 

EE works M-Thursday with Friday off (for example). 

Supervisor agrees EE can take off Monday and 

work Friday. EE takes off Monday but is sick 

Friday. Without a substitution to indicate Friday is 

a work day, SCEIS will not allow sick leave to be 

entered on Friday. 

4 X 10 and holiday falls within 

week 

You can either: 

• Allow employee to use leave for remaining 

hours or 

• Create a Substitution putting EE on 5X8 for 

holiday week. 



Examples 
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If Employee’s Permanent 

Work Schedule is: 

The Substitution is NOT necessary when: 

Day Shift  

Monday-Friday 

8 hours per day 

Saturday and Sunday Off 

The employee works 11 hours Monday, 5 hours 

Tuesday, and 8 hours Wednesday through Friday. 

No substitution is needed because the employee is 

not working a different shift and total hours for the 

week are satisfied. 

Night Shift 

10 hours per day 

Friday, Saturday and Sunday Off 

The employee has to come into work on Friday 

after satisfying his weekly working hours. No 

substitution is needed because the employee is 

not working a different shift and total hours for the 

week are satisfied. 

Day Shift (Not Premium Eligible) 

8 hours per day 

The employee works 8 hours day shift and works 

over 2 hours into the evening shift (premium 

eligible). No substitution is needed because the 

time will be entered using code 1000 (for 10 hours) 

and code 1005 (for 2 hours) to indicate the hours 

for the two shifts. 



 

 

 

 

 

   

    

 

 

There is no concrete rule to determine when 

a change is permanent or temporary.  

Time Administrators, along with their 

agency’s Human Resources office have to 

sometimes make a judgment call.  

Examples  
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Premium Pay - Derived from Substitution 

– Position is eligible 

– Employee’s daily work schedule is substituted for 

a premium eligible shift 

– Employee will receive shift pay for hours recorded 

on that day, during that shift 

Premium Pay - Substitutions 
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Substitute Work Schedule - PA61 

– An employee who normally works days is asked to 

work nights next week.  Her position is defined as 

Night Premium eligible.  A shift substitution 

ensures shift differential pay. 

– If a substitution was not done, the time could have 

been entered using the code for night shift (1006) 

for that day to ensure proper pay. 

Premium Pay - Substitutions 
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Substitute Work Schedule - PA61 

– An employee who normally works nights is asked 

to work days next week. His position is defined as 

Night Premium eligible. A shift substitution ensures 

that the employee will not receive night shift 

premium. 

Premium Pay - Substitutions 
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Changing number of scheduled 

hours in pay period 

The value of an employee’s leave 

without pay could be incorrect if the 

substitutions are not maintained 

properly. 

 

Possible Effects on Pay 
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Substitutions and lines of history in 

infotypes: 

o 0000 – Actions 

o 0001 – Organizational Assignment 

o 0007 – Planned Working Time 

o 0008 – Basic Pay 

o 0014 – Recurring Payments/Deductions 

Possible Effects on Pay 
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Late monthly annual and sick leave accruals 

Example:  

– An employee scheduled to work 8 hours every day 

of the month 

– His monthly working hours are entered and 

approved by March 17th and he should accrue leave 

on that day 

– Agency has not maintained the proper OFF day 

substitutions, therefore, employee will receive his 

leave accruals one week after he truly earned them 

Possible Effects on Leave Accruals 
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Holiday Comp time accrual 

– After the holiday, if a substitution is applied making 

the holiday a scheduled work day, Holiday Comp 

time will be taken back and possibly cause a 

negative Holiday Comp balance.  

– Substitution on holiday can also effect paid straight 

time in some cases 

Possible Effects on Leave Accruals 
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You should now be able to: 

– Determine when to implement a shift substitution. 

– Enter and revise a shift substitution. 

– Describe potential impacts of substituting a shift, 

including premium pay and gross salary. 

Lesson 3 Summary 
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LESSON 4: TIME REPORTS 



Access Time and Payroll Reports 

125 



Access Time and Payroll Reports 
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Time and Payroll 

127 



Time and Payroll 
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Time and Payroll 
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Time Reports 
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Time and leave reports need to be monitored 

and utilized on a frequent basis. 

Information in all of the time reports is updated 

nightly when the Time Evaluation process 

runs. 

Time reports can be run as frequently as every 

day. 

Time reports should be run at least once every 

payroll period before payroll starts processing. 



Time Reports 
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Report Name / T-Code 

Missing Time Report – ZHRMTR 

– Missing time for non-exempt and exempt EEs 

current and prior pay periods 

– Unapproved time for non-exempt, exempt and 

temporary EEs current and prior pay periods 

– No time recorded for non-exempt, exempt and 

temporary EEs for current pay period only.  

 

 

 



Time Reports 
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Report Name / T-Code 

Display Working Times – CATS_DA 

– Can be run daily, in the morning, to report on all time 

entered through CATS/Portal with appropriate 

status. 

– Note: If absence entered on infotype 2001 instead of 

CATS must use ZHR_ABSENCE_HOURS to view. 

Also, if leave is entered in ESS and not approved in 

MSS, it will not show on CATS_DA. 

 

 

 

 



Time Reports 
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Report Name / T-Code 

Time Evaluation Messages Display PT_ERL00 

– View those EEs whose time is not being processed 

in the nightly Time Evaluation run due to an 

exception in the system. Running this report will 

help you identify and correct these exceptions soon 

after they occur. 

 

 

 

 

 



Time Reports 

134 

Report Name / T-Code 

Time Collision Report – ZHRTCR  

– View those employee’s whose leave or 

time was not able to be posted to the 

back-end of the system due to an 

error.  The report will provide you with 

an error message and let you know 

whether it’s a ‘Leave Posting’ or ‘CATS 

Posting’ problem. 

– CATS Posting Error: Time 

Administrator can make the necessary 

corrections on the time sheet.  

 

 

 

 



Time Reports 
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Report Name / T-Code 

Time Collision Report – ZHRTCR  

– Leave Posting Error:  Use the 

Unapproved Leave Report (ZHRUAL) 

to locate the leave request that could 

not post. 

 

 

 

 

 

 



Time Reports 
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Report Name / T-Code 

Work Schedule Query – ZHRWSR  

– Allows you to run a Work Schedule 

report for multiple EEs. Using this report, 

you can view the Work Schedule Rules, 

FLSA Work Weeks/Work Periods, and 

Time Management Status for multiple 

employees at one time in any pay period. 

Time Sheet: Time Leveling – CATC  

– Shows no time recorded for non-exempt, 

exempt and temporary EEs (outside 

current period). Can be run daily. 

 

 

 

 

 

 

 

 



Leave Reports 
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Time Administrators:  Please communicate with 

your Leave Administrator to get information from 

these reports if necessary.  

 

 

 

 



Leave Reports 
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Report Name / T-Code 

Leave Statement Form – ZHR_LEAVE_STMT 

– Allows you to see leave an employee has taken by 

month along with yearly totals.  It will also show you 

monthly beginning balances, accruals, deductions, 

adjustments, and the monthly ending balance. 

Display Absence Quota Information – 

PT_QTA10 

– View employee quota balances along with what the 

employee has been entitled, used, compensated, 

etc.  

 

 

 

 

 

 



Leave Reports 
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Report Name / T-Code 

IT2001 Report – ZHR_ABSENCE_HOURS 

– Lists all absences from IT2001 based on the 

entered selection criteria; provides absence type, 

absence type description, hours taken, and the date 

of the absence for all employees included. 

Display Leave Requests - ZHRUAL 

– View leave requests that have been sent, approved, 

or posted through MySCEmployee. 

 

 

 

 

 

 

 



Time/Wage Type Report 
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Report Name / T-Code 

Cumulated Time Evaluation 

Results: Time Balances/Wage 

Types – PT_BAL00 

– Review the EEs time wage types that 

are created after the Time Evaluation 

process runs. 

– If any changes are made to the 

employee’s record, this report will 

update the next day to reflect the new 

information.  

 

 

 

 

 

 

 



Accessing Leave Statements  
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Time Administrator: 

– ZHR_LEAVE_STMT 

Employee > ESS tab > My Working time > 

Leave Statement 

Manager for employee > MSS > Universal 

Worklist > My Team > General Information > 

Select Employee > Select Leave Statement 



Accessing Leave Statements 
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The leave statement will allow the employee to:  

• View cumulative leave balances;  

• Check totals of all types of leave that have been 

taken in a month and in a year;  

• See leave information for a range of three, six or 

twelve months;  



Accessing Leave Statements 
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The leave statement will allow the employee to:  

• Print or save statements for easy reference anytime; 

• And find the date used to calculate the employee’s 

rate of annual leave earnings. 



Accessing Leave Statements 
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Display Absence Quota Information 
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Report can be run for multiple employees. 

Total Remaining: Entitlement minus Used minus Compensated to Key 

Date minus Requested minus Compensated from Date. 



Display Absence Quota Information  
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Display Absence Quota Information  
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Create a Different Layout 
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PT_BAL00 

The Cumulated Time Evaluation Results: Time 

Balances/Wage Types report shows the wage 

types that time sent to payroll for a pay period or 

date selected.  

If changes are made to the time sheet after the 

pay period closes, the history of the change is 

not reflected the next time the report is run after 

Time Evaluation – only the current data shows 

on the report.  
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PT_BAL00 

150 



PT_BAL00 
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PT_BAL00 

152 



You should now be able to: 

– Access reports available via SCEIS HR/Payroll 

ECC. 

– Generate time reports. 

– Access the payroll checklist. 

– Explain the concepts for quotas. 

– Display absence quota information. 

Lesson 4 Summary 
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You should now be able to: 

– Define key terms and concepts. 

– Describe time roles and responsibilities. 

– Describe the time administration process. 

– Enter, review, and change time in SCEIS. 

– Summarize the concepts and  importance of 
planned working times, daily work schedules and 
other key time factors.  

– View and substitute employee work schedules. 

– Perform general time reporting. 

– Explain the concepts for quotas. 

Course Summary 
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Additional support and reference materials 

– You can access additional support and print step-by-step 

procedures on the SCEIS uPerform website. 
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Next Steps 


